Approved For Release 2005/07/25 : CIA-RDP70-00211R000700310004-5

s

MARAGEMENT TOOT 8

The Records Center

Your OPfice i3 larger than you think, D4id » u know that vour
Office hes space Tor -ver 12,000 file cabineis of records?

Ttis trus—wJust lcat sprinc we spent anclher cusrter willicn
dollars to provide nore room for your Cfliece £1les, Todey, we
want to agein encourage you Lo use this file spoce we have
provided lor y-ur Offlee st the Records Center. ¥e think vour
operations con be more efficiend when the Tecords Center foeilie
ties are lncluded oz an cubemalic step in y ur Office proecedures.

Your Office records, stored at Lhe Zecords Center, are under your

controle—roady ol any "dme for you to Bee, Lo usme, or te heve

returned to your Office, You sh-uld think of the Records Center
e

62 addition:l file space for these Milce records you do not
refer to very cften,

Home of us hos as much office spuce a8 we wonld iike, Moturslly
we can'i wsste preci us Office space by cupiiecating focilities
provided elsewlere, For instance, =n Wlice bottle of agpirving
or & package of pencils would noi be duplicsbing o medical op
gupply dep-t, However, on Officer would Ao some “seriong thinking
before he would ins'all sn X-riy naehine or sn 2-f-ot erate of
boud peper in his Office, Obvi~usly such Pacilities arve ayail-
eble and wore efTiclently handied alsew ere,

Today, we want o ‘ell.you it 4s equally ~bwd ug that o snle with
Pwnuble Pect of lost envls records clse sh-uld not be kent in
your Office, ¥eeping on ~id P lde- or twe Is wndereiznlnble ond
smetlnes vory necessury, Bub, to kesn in wour OFfFlce 2 Mile
c&binet of - 1d ree-rds 1g as wosternl us keeping @ feel of beond
paper,

B

"

Records Center crus~iers moke wo deliveries & day., Theirp shandard
procedure veq:ires every request be {illed within ‘he S~h-ur wori-
day fellowing ite rageiple—most of the “dme ‘the moerning renvests

> delivered the same aflern .n, Yan ofTicials hove Powmnd they
cen mab 2 fle from & e Records Center quicker then they could
when the papers were kept in n Cenipal Office File,

A% present there ars 47,500 cuble feot of materdnl stored ob the
R@ﬁﬁrda Center, I st vesr the Tmoords Conteor speedily rnd eff’clently
handled 24,800 requests for reference t- files ond materinl astorad
theres Tha! avercpes cbout one reference per yoo- per three feet
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of thege »1d files in vour Office 1t
of old film is ocpened abwmt three

of records,
meang on f=foo
timen o yeor,

Trere sre olvut 1,500 record centers in the v Jm’ﬂ:f‘
atnte mnd neders eorn rabioo han ot 'haw‘, OGNS . ing nilitery
record bolding creas, there mnre o A centers in s;,z;a I‘g:j{emj,

~vernment, Ten major recerd centerg, & spacialized center for
personngl reccrliz, ol sevsrel smnexes sre operited b lenernl
Servicas fro0 poast o coagh

abourh

Our Crpganizetion neinteing its own, Tor o feow years we uged on
old gira-e neross the river as our center. Tinelly, however, our
Reenrds Iuorpewent Pr o dmghelled in encurt offlesn bo
warrsnt a':z*.f“czﬂufztin:* o building spesifieczlly desirne’ as o
Center,

Loc
The savin~g in noney f“*TL'ﬁﬂqy is evourt to dustifv the y@?ﬁ GQ(
spent—Ler our Necords Senler Luildl: But, even the money is
minoyr compere? to the im pyﬁv‘»d "cm'r*cﬂ ce efficioney ond c-ntrol
of regords and inTow tion which i3 part of o Beoords
operatiion,

"
HA

Contar

Stated fn o forsal manne, The parpose of & Yerords Centes is

‘:.Ah:v-.*@a- Pl

. nonennveand maoardg Foom costly offien

: apace il equ i‘"; ant,

2, Belter refeorence Sory ce on documents and information,
3 Better core snd central of recerds,

Before we hnve o

1% g wwent o

“soorda Center ftself, letls
sarng why we Fove 2 Cenbar.

Every Lcener 18 required bv law |~ have nn ne’ive Paoords
Menagewent Prosvem, The law 213 spectlies tial the Prorran
rugt Inclide oo e®Tactive Tewords Dispoaliru Proprem. We wmest
edd & .;‘in«:ﬁr Ietadl beresmbefore you s sri disposin: of snrthingew
There 13 &v-ther lsw ond i,» is equnll e Ez-a{e"i ‘4o dAn wgrww«?‘ﬁ

that o~ G- wrn.,fam reacrda will be ‘?ﬁa‘%“ ved without the apopoval
af Conrress, These laws nre rei crnire’dciory, but they do
enphagize the Iuporionce and eare oitected every document you
have or create, Yoo ere bomd by law ond connnt do wityh vour
pepars wintever vu please, '

W

Bacmme of these Publie lawe we howe o Fecords Disposition Bronch
the Hacords “‘”u:.‘;g;:sr‘fxemt Starf that will help you with the
Remrw Digpogiti-n Prorram dn your CFffice. Thev will help vou

N

s
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gehedule 211 your records and w411 et the necesgery LDUTOVELE
for their des rietira or decide hrw lrnp the racords moat be
kept before they can be des'royed.

After your files snd their disp-siticn plans &re “r:'imd in &
RBeoerds Contr-l cmhadule, the nex' step 1w storore off voar
dnmotive Tiles, We find that 1Y mw% to ke m &
sefe fnl? of regords in the average woriing ~fficens vhoreas,
the cost isf9Mper year o~ gtore *ham dn the %om'da Cen'er.

=ik

To gerd your inective records to ‘he Certer v ar Cefice pakes
g 1iat of ‘he iles bein~ rel im*% and A w.z»q et sokine the
Genter to store thew (F-mw Hoof40 nadf40%), "?m Pdlddine
Supply Office wil® vrovide & o'crope bom. Oell Teanrds
Monapewent Stalfl Por n Teeards Denter ro-rier snd o vefevence
mmber for your box ~7 £ilea,

In the attacied photos o cin 3t. The Recowds Q@ﬁt&l’" Building
itself and the r;az?ep’ﬁf?"-n procedore o v ur Files, The boxen
are merked sad nowed to the shelves, Iur request g.;nié »afarenca
mmbers are filed in ‘he Kardex. TYour recuest includes
ragtriotions an to jugt wh may refer to ‘hogse reecrdsa.

ke aét;g@&iahea a date Tor disygv 82} of these Tlles,

Months »r veors later, *'ﬁili © the et you made nnd the box
veference bers, vou msy agk bo ses ome or 8ll of these T1les,
The Steff of the Leco 1“@ fenter can l-cote ond ret-ive it in 2

matter of ninutes, Finelly when the m‘tumiﬁ' ~ed time Tor disposs
arrives, whet'er 7 vesrs or 20 wears lalter, on umzfin.mcazmna. is
sant to the 2fTice stating (hed fuel and ﬁ.s’%{iﬂgs if the dleposal
instrootid n still stands,

The Cewter is staffed by v ur fellow exwliress. They have an
exoriined ca sorupulously o your "‘ﬁm rroonrg,  Thev aher

our lovalties, likes, on? disiikes, Ther arve equally proad of
the trust ther earry »nd of & lob well done,

Twe worts of couhice are ~ffeved rere b orevomt any wisinder-
stonding ah vt naing our Hecords Cemier,
1. The “zacrdsm Center ghonid not be ::-*vsf.‘nwf% wi‘t‘* the
Titel ¥etoriols gw;ﬁ ait-re wiich ‘e nnothes
neneerned uith froi ewall portion of efgp nolive veoords
meaded o eovrre on bhe Creanigetionts worl in on
BB IR,
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2e The lavs 2ve coneewned with foverna cpeords
and Lhess lows ghould not inhdbit cny vicor us disposal
or controel of that ever immmirw negn of oonerecord
uateriel in every ofTice. Alse imangfers Lo “hp
Center meely invnlw;-; tragogler of files b 2 naw
Ireciion, Therve? =pe, Binee & dsclisi o nust e made
sverbunlls "te ool aﬁ’ﬁ'% 08 Gre Ter iged
margeded flles are dlsvose’ o by hs
82 early o3 possible,

o8 coneerred

,_3?-\

Yep «= 100,000 suble Teel of clecw, mridity controlled space at .
a sy 3 7 " . ©

the Hreords Tonter, ern oy owey 17,000 Tile cabinets wea
srantel for fwactive reco

Call ug - Ist us help vou Adspose of tr-as -1 Piles In yeur
nificer ab headsuoriers or In ‘he fisld,
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